BOSTON DIGITAL BRIDGE FOUNDATION

Introduction to PowerPoint

CONNECTING PEQPLE WITH THEIR POTENTIAL

PowerPoint is an application tool that is used in support of a presentation. It
allows a speaker to stress the main points and to provide illustrations of what they are
trying to convey to the audience. It is important to remember that it is not used as the
speech but in support of the speech.
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3. A new screen opens
slide revealing a slide.
This one is called a
title slide. (You will see
additional formats
shortly.)
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are similar to Word
and that many of the _ _
functions are the same Click to add title
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To create a title slide:

Click in the

Click to Add Title
box. You will notice
that the words
disappear and the
cursor appears in
the box.

Type your title using
all caps.

You will notice that
the font is very large.
Th default size is 44
for the title and 32
for the subtitle. That
is so the audience
will be able to see it
clearly. You can
change the font size,
but make sure it is
big enough to read
from the back of the
room.

When you are
finished, click in
the Click to add
subtitle box. You
will notice that the
box disappears
from the title and
the cursor is now
in the lower box.

Type in By and
your names.

Click outside of the
box.

SIS

Type aquestion for help = X

[€] Microsoft PowerPoint - [Presentation1]

File Edit “ew Insert Format Tools  Slide Show  ‘Window Help  Acrobat
DS E & =@ Wo#Ee - 32w

= [} 22

-4+ B A = {THew Slide >

1

fe T R

Click to add subtitle

Click to add notes B

Eee= | ]
D[EW' AutoShapes = . a DD‘ b @ &'i'é'

Slide 1 of 1

=1 T8

Default Design

@l Documentl - Microsof

iy Start

@ Inbox S &)Y Al sl

[€] Microsoft PowerPoint - [Presentation1]

File Edit Wiew Insert Format  Tools  Slide Show  Window  Help  Acrobat Type aquestion forhelp = X

ODEE & 2@ - [l e - @7 a -3 « B & iE {Tuewside D
BE.
S E DX

OUR PROJECT

B £

Click to add notes

[ ¥

EETd ol
D[EW' AukoShapes © \DO‘?:E@ &vivévE:

=
=
Slide 1 of 1 Default Design B% )

.




Microsoft PowerPoint - [Presentation1]

@ File Edit Wiew Insert _Format Tools  Shide Show  Window Help  Acrobat Type a guestion for help = X
ODESE & B| o il i e - @) il £18 « B 4 5 ENewSlide B
BE.

SE B

OUR PROJECT

By
Khalid and Shanna

Click to add notes =l
Eezw | ] =

[ Microsoft PowerPoint - [Presentationt] / Wiaphone B3Tods 4. Handwriing g DrawinaPad B 7 [ |22
@] Fle Edt View Insert Formab  Tools  Sldeshow window  Hep Type & question for help
DEE S B v @0 # e - @ i -5 - B 7 U|EEE A 5 A Hveson Dnewsice 2

Slides ", X 4 slide Layout v x

1 Aty stide-tryoot-

Text Layouts L)

— Click to add title =]

+ Click to add text

Content Layouts

Text and Content Layouts

Click to acd notes = :
]

¥ show when inserting new slides

Eew | 1.1
D;awv suoshapes = N W J O E R 4l 2 Bl &-Z-A-=E=ZE8a.

slide 2 of 2 Default Design Enalish (U.5.) 0¥

L JE | —

To begin a new slide:

1. Click on the
New Slide
icon

or

Click on Insert,
then scroll down to
New Slide.

The new screen has three
sections:

a. Slide overview (on the
left) showing all slides
cascading down the
column.

b. The current slide (in
the middle) that you
are working on.

c. A selection of slide
layouts (on the right)
that you can choose
from.

We will use the default
slide that has two frames
— a title box and a text
box.
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4. Click in the

Click to add title
box.

5. Type in the desired

title. In this example,
the title is “About
PowerPoint”. The
default font size for a
body slide title is 44.

6. When you are done,

click in the
Click to add text
box.

You will notice that a
bullet automatically
displays in the box.

Type in the first
description. The
default font size for
primary bullets is 32.
Press enter. Notice
that a second bullet
appears.

Keep adding items
until you finish your
list.
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Notice that this slide
has a completed list.
We are now ready to
go to the next slide.

Remember to click
New Slide.

You can copy and paste
information from Word
and import it into
PowerPoint.

Go to the text that
you want to copy in
Word and highlight it
by holding down the
mouse button.

Click Edit and scroll
down to Copy.

Go back to your
PowerPoint
slide.

Click in the box.

Click Edit and
scroll down to

Paste to insert
the text.
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Adding Graphics in PowerPoint

CONNECTING PEOPLE WITH THEIR POTERTIAL

Just like in Microsoft Word, you can add graphics to your slide. Graphics can

make your presentation more interesting and can help your audience understand
even more about your topic.
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Click on the picture
that you want to
insert.

In this example, the
picture of the basset
hound would be
selected.

The picture appears
on the slide.

You can move the
picture by holding
down the mouse
button and moving it to
where you would like it
on the slide.
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Slide Design in PowerPoint

CONNECTING PEQPLE WITH THEIR POTERTIAL

Another way to add interest is with Slide Design. PowerPoint has numerous slide
templates that can be used to add color to your slides.
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Here are two examples that would not work as well. The left
one looks very plain while the wispy clouds on the right is the
wrong theme. Yet these could work perfectly with other
presentation set-ups. Itis fun to try different designs and see
how each one looks with your slides.
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Adding Animation in PowerPoint

CONNECTING PEQPLE WITH THEIR POTERTIAL

You can animate your slides to add more interest to your presentation. You
should make sure that the animation you choose does not compete with what
you are saying. Remember, PowerPoint is supposed to support your
presentation!!
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Finally you can add
sounds with your
animation.

Remember, all of these
special effects can be
fun, but some can also
be distracting to the
audience! You need to
choose carefully.

In this example you can
see that bulleted text
objects will fly in from
the left and have a
single click sound.

Slide Transition moves
one slide off the screen
and brings the next one
on. Fading from black
and dissolving from one
slide to another are two
examples of transitions.
You have a choice of
transitions for each
slide. Once again, you
should try several
options to find the one
that works best for you.

You can control the
transition speed from
slow to fast and choose
whether or not you want
sounds.
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You can also decide
whether you want to
have the slide
automatically
advance or manually
with the click of the
mouse.

Finally you can
Apply to All Slides
so that the slide
show will be uniform.

Once you decide,
you can click Play to
look at that slide or
Slide Show to view
the entire sequence.

audience.

Some suggestions:
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M Make sure that the slides are easy to read by using contrasting colors for the
text and the background.

M Use a font size large enough to be seen from the back of the room. A font
size of 24-point or larger is recommended.

M Keep the text short, simple and easy to read. Do not use a lot of different
fonts on a slide or clutter the slide with too many graphics.

M Use simple slide transitions. Too many different transitions will distract your

M Do not use loud sounds that overshadow what you are saying.

Remember: You want the audience to be interested in what you are saying.
Make sure that you are the star and not the slides!!
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screen.

The slide will now cover the entire screen. If you chose manual
settings, click the left mouse button, the space bar, enter, page
down, or right arrow keys to go to the next object or screen.

Go back to the previous slide by pressing backspace, page up,
or the left arrow key. When you are done, press the esc key
on the keyboard to end the show.
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